
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 
N 1-566-12-02 

To NATIONAL ARCHIVES and RECORDS ADMINISTRATION 
8601 Adelphi Road, College Park, MD 20740-6001 

DATE RECEIVED 
I 

1 FROM (Agency or establIshment) 

Department of Homeland Security 

NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 

U S C1t1zensh1p and lmm1grat1on Services (USCIS) 

3 MINOR SUBDIVISION 

Records D1v1s1on, Records Operations Branch 

In accordance with the prov1s1ons of 44 U SC 
3303a, the d1spos1t1on request. 111clud111g 
amendments, 1s approved except for items that may 
be marked Dd1spos1t1on not approved□ or 
□withdrawn□ Ill column I 0 

4 NAME OF PERSON WITH WHOM TO CONFER 

Teddy Davis 

5 TELEPHONE 

202-5 87-9790 

DATE .ARCHIVIS)\OF¥ UNITED STATES 

t:, /Ju"\ { 1-d JcJ cdJ -,, 
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency 111 matters perta111111g to the d1spos1t1on of its records and that the records 
proposed for disposal on the attached_ page(s) are not needed now for the busmess of this agency or will not be needed after the 
retention periods specified, and that written concurrence from the General Accountmg Office, under the prov1s1ons ofT1tle 8 of the 
GAO manual for Guidance of Federal Agencies, 

IZ! 1s not required, D 1s attached, or D has been requested 

DATE 

02/27/2012 

SIGNATURE OF AGEN Y REPRESENTATIVE 

Tricia Canard . 1,1_;_~ 
TITLE 

USCIS Records Officer 

7 
Item 
No 

1. 

115-109 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

MICROFILM DIGITIZATION APPLICATION SYSTEM (MIDAS) RECORDS 
OPERA TIO NS CASE MANAGEMENT TRACKING (CMT) SUBSYSTEM 

Description The Records Operations Branch processes record requests from customers 
such as DHS, other Federal agencies, Congress, and the general public The MIDAS 
Records Operations Case Management Track111g (CMT) Subsystem 1s used to track the 
customer requests, their status, and the response provided Customer requests are 
submitted by mall or on-l111e us111g web-based forms such as File Creation Request File 
Request, Search Request, Certificate Of Non-Existence (Form 1-212), Certificate ofNon
Ex1stence (No Naturalizations), Certificate of Non-Existence (No Record), and Certified 
True Copy The MIDAS database (scheduled under Job Number N 1-566-06-02), the 
A hen Files (N 1-566-08-11 ), and the Electronic Document Management System (EDMS, 
N 1-566-08-17) contam the 11nm1grat1on records that are used to respond to customer 
requests A II case tracking records are ma111ta111ed electromcally, any mail-111 requests are 
scanned lfongmal Alien File and/or EDMS records are copied/sent to a customer 111 
response to a request, no add1t1onal copy of the responsive record(s) 1s made, scanned, or 
stored 111 th 1s system 

Applicability USCIS Records D1v1s1011 

9 GRS OR 
SUPERSEDED 
JOB CITATION 

10 ACTION 
TAKEN 

(NARA USE 
ONLY) 
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Specific Restrictions Access to the MIDAS Records Operations CMT Subsystem 1s 
protected from unauthorized users through appropriate adm1111stratlve. physical. and 
technical safeguards The safeguards mclude des1gnat111g user roles and restnctmg access 
to those with a need to perform their official duties 

Vital Records None 111 Records Operations CMT 

Specific Legal Requirement 8 CFR Parts 103 and 299, 8 USC §§ 1103, et seq 

( 1) The system re es mput data from web-based forms that are completed by 
customers and processe batch 111ghtly by the system. the batch data 1s d1spos1t1oned as 
follows 

D1spos1tlon TEMPORARY 
database file and verified 

when data 1s entered mto the master 

(2) Records Oper· ns staff manually mput data from and scan/upload copies of any 
hard copy requests and uppo1tmg documentation submitted by customers 

D1spos1t1on TEMPORARY De destroy hard copy requests and supportmg 
documentation after data entry and ven 1011 of successful upload of scanned images 
mto the master database file 

b. MASTER DAT ABASE FILE 

The followmg 111format1on 1s captured about the case. customers (aka requesters), and the 
111d1v1duals (aka subjects) bemg mquired about 
• Case data elements may mclude but are not l11rnted to Case ID, case type. opened and 

closed date. status. closure code. file creatwn type, case worker and type. case creation 
source 

• Requester data elements may mclude but are not l11111ted to Name, jOb title, email 
address, phone and fax number, department, agency, office, section. address and 
comments or add1t1onal 111format1on 

• Subject data elements may mclude but are not limited to Name and any other names 
used. date of birth and 1f actual or est11nated, country of birth, file number and type, 
Naturalization Certificate Number and date of naturalization 

D1spos1tlon TEMPORARY Delete/destroy electro111c case file three years after case 1s 
closed 

Electro111c copies of s em-generated outputs provided to customers such as response 
letters are mamtamed mt master database file and are d1spos1t1oned accordmgly 
Standard or ad hoc reports cai e regenerated as needed and are d1spos1t1oned as follows 

D1spos1t1on 
busmess 

troy reports when no longer needed for agency 

GRS 20, 
Item 2a(4) 

GRS 2Q_, 
Item 2a(4) 

GRS 20, 
Item 16 
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D1spos1tlon TEMPORARY Delete/destroy when n longer needed for agency business 

GRS 20, 
Item 

11 a( I) 
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